
Order Process

Have Questions?

Mary Ruth Nelson, Account Manager

972.471.2000 Ext. 238 or

Maryruth.nelson@staples.com

PARKER COUNTY



Creating a Purchase Order

Click the “Create 
Packet” button to 
begin the process. 



New Packet

• Name your new 
packet. 

• The department 
number should be 
added here as well. 



Input Information

• Highlight Packet you 
want to add to. 

• Click the “Input” 
button. 



Item Tab

• Vendor: 2686  
• Summary Desc.: Dept 

number 
• Ship to: Dept Number



Distribution tab

• Enter Account Info
• Description – Office 

Supplies
• Amount - $10.00



Requisition Approval

• You can mark the PO 
as either Approve or 
Reject. 

• Marking it Reject lets 
us know that you 
have not finished the 
PO. 



________________

________________



Click Here



ORDER BY ITEM #

ITEM SEARCH



Order by Staples
Item Number



Key item number
And quantities

Click here when complete



Search by description



Select quantity and
Click Add to Order



Click View Order to review
Items and Quantities



Name or other 
Information to help
Product distribution 
At school.

Click here to finish
order



Click submit

Place PO Number 
Here



Click here to create
Hardcopy 



1.Click here to print

2.Print page attach 
This page to your
Pre req.

3.Click on back



Click here to complete 
Order.



Order has been placed
You can log out or start next 
order



Finishing the PO 

• Once again select 
your packet. 

• Then click the Input 
button. 



Getting back into the PO

• Click on the 
Magnifying Glass Icon 



Select the PO

• Highlight the PO you 
wish to complete 

• Then click the OK 
button. 



Completing the Item Tab

Put the order number 
- in the Summary 
Description field next 
to the dept. number
- in the PO 
Description field. 



Completing the Distribution Tab

• Description: Item that 
was ordered. 

• Amount: The price of 
that particular item. 



Itemizing the PO
• To itemize the PO you 

must continue to tab until 
you can enter the account 
number again. 

• Follow through with the 
second item as was done 
with the first. 

• If there are more items 
continue the same 
procedure. 

• Once you have entered 
all items included in the 
order click OK.  



Final Requisition Approval

• Now that the PO is 
complete approve it 
by clicking OK



Processing PO for Payment 

• After the PO is approved print it out 
• After the order is received attach the 

packing slip to the PO
• After the invoice is received attach it to the 

PO and Packing slip. 
• Then turn into the Auditor’s office for 

processing. (make sure the PO is signed)



Maintenance

• It would be a good idea to maintain a file in 
PO number order.

• Monthly review file of PO’s not sent in and 
follow-up with Staples on Packing slips, 
invoices, and orders not received. 
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